Managing Your Electronic Earnings Statements
Job Aid

By logging in to Self Service, you have electronic access to your earnings statements. These can be
accessed at any time from anywhere Internet access is available. Simple instructions on managing
your earnings statements are provided in this job aid.

Viewing Earnings Statements Electronically

1. Go to www.michigan.gov/selfserv and log into Self Service.

2. From the main menu, click the Earnings Statement Quick Link.
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Welcome to

State of Michigan Employee Service Center

3. Your screen will look similar to the one shown below. To open an earnings statement, click the
purple diamond to the left of the statement you wish to view. Your most recent statement is at
the top of the list.

All Payments for Employee's Name
Dec 18,2003 - Nov 20,2003

Details | Payment Date | Period End Date Gross Pay MNet Pay
/, L 4 1271203 12/06,03 111229 24708
L 4 12/04/03 1172203 111829 24707
L 4 112003 11/0803 111829 24702



http://www.michigan.gov/selfserv

4. Your earnings statement will appear in a new pop-up screen similar to the one shown below.
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NOTE: When you are done viewing your information, you can access your other Self Service information by
clicking the Self Service button in the upper right-hand corner of your screen. To log out, click the Logout
button. Make sure to log out completely and close ALL browser windows.

Printing Earnings Statements from Self Service

If you need to print your earnings statement, please be advised that depending on your number of
deductions, the font size selected for your browser, as well as your computer and printer settings, will
all affect the number of pages that may print.

1. To print your earnings statement, click File then Print from the drop-down menu. Or right-click
on the earnings statement and select Print from the menu that appears.
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2. The Print pop-up screen appears. Select your printer and click Print. If your printer has duplex
capability, you may want to select this option to print front to back.
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Note: The size of font on your printed statement is controlled by the font or text setting for your browser. To
see and or change the font setting, from the grey toolbar of your pay earnings statement, click View then select

Text Size from the drop-down menu.

Saving Earnings Statements Electronically

Self Service will keep 40 earnings statements (starting from 12/18/2003) on file for your future
reference. If you wish to keep a second electronic copy of your earnings statement on a diskette or on
your personal computer, follow the directions below. You have the option to save it as it appears in
your Self Service account, as a Word document, or as an Excel spreadsheet.

1.

To save your earnings statement electronically as it appears in Self Service, click File, and

then select Save As... from the drop down menu.
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2. The Save Web Page pop-up screen will appear. Click the drop down menu next to Save in
and choose the location where you would like to save your earnings statement on your
personal computer or floppy disk. Then give it a file name.

Save Web Page EE3|

TS savein [ Pay Statements 2003 X e®@cxE

Flepame:  [Pey1218.03 42 A [se= ]
Saveaslype:  |web Page, complete [ htm:* htmi) =i Cancel |
Encoding: | \whestemn European (windows) -]

3. Next you must select the type of file you would like to save. From the Save as type drop-down
menu, select Web Archive, single file (*.mht). Then click Save.
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4. Below is an example of how the file icon might look in the file location you selected for both
your personal computer or on a floppy disk. When you open the file, your earnings statement
will appear exactly as it shows in Self Service.
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5. To save your earnings statement as a Word document, click and highlight the text on your pay
earnings statement starting from the header “Statement of Earnings & Deductions” to the end
of the “Leave Balances” box. Do not include the Back link at the end of the page. Next, click
Edit, then select Copy from the drop down menu.
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6. Now open a blank Word document. From the Toolbar, click Edit, and then select Paste from
the drop-down menu.
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7. Your earnings statement will appear similar to the one shown below. To save, click File, and
then select Save As... from the drop-down menu.
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8. To save your earnings statement as an Excel spreadsheet, highlight and copy the text as
described in Step 6 above. Next, open a blank Excel spreadsheet. From the Toolbar, click
Edit, and then select Paste from the drop-down menu. Your earnings statement will appear

similar to the example shown below.
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9. Both the Word and Excel formats can be manipulated to format font size, margins, column
width, etc., as well as adjust the information to fit onto one page for printing.

IMPORTANT!! Remember to log out and close ALL browser windows when you are done working
in Self Service. If you saved your information to a floppy disk, PLEASE REMOVE YOUR DISK

BEFORE LEAVING THE COMPUTER!



